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ABSTRACT

CREATING A SCHEDULE THAT
INCREASES INSTRUCTIONAL TIME
by
Heather Macey
May 2010
This project was designed to help elementary schools create a master schedule that
increases direct instructional time by fonning large blocks of uninterrupted time for all
classroom teachers. Many teachers struggle with how to structure their daily schedule.
Often times there are things other than good quality instruction driving the decision of the
structure of school schedules that create very choppy and ineffective schedules that do
not support the best learning environment for the children. This project will combine
several different approaches in scheduling taken by others that were researched and found
to be effective in increasing instructional time and matched the needs of the school
involved.
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CHAPTER I

THE INTRODUCTION
There are factors other than instruction driving the decisions a school makes in
regards to its daily academic schedule. These variables may lead to choppy and/or
ineffective schedules that do not create the best learning environment for all children. In
one of his articles, Canady (1988) interviews a teacher who is quoted as saying, "I don't
have one hour a day when I have all my students in my classroom together. Two or
three are always assigned to some program." Another teacher in the same article
states, "It would be great to have a group to teach without any students going or
coming," (p.65).
How are teachers supposed to schedule their lessons and instruction around
pull-out programs, such as speech therapy, special education, physical education, and
music specialists, with the demands and pressure of accountability as shown by test
scores, as well as the pressure of the child's success in their hands? Teachers find it
difficult when there is not a one hour length of time when they have all their students in
their classroom to teach as a whole group. How are teachers supposed to teach basic
standards, as well as an enhanced curriculum with these factors present (Canady,
1988)?
In the article, "Urgency and Instructional Time," Allington (2005) states, "while
time matters, how time is used matters more. If teachers are provided with large
uninterrupted blocks of time they will feel more confident that they can utilize time more
effectively to teach their students the things that are required by the state or district and
also provide lifelong learning experiences for their students" (p.17). In the article, "Too

I

2

Many Intrusions on Instructional Time," Hong (2001) says, "when school days are
fragmented and move at the pace of fast food eateries rather than four star restaurants,
teachers have no time in which to build the proactive experiences that nurture richly
layered learning" (p. 712).
Teachers are required by the state to teach each subject for a desired amount of
time daily. According to the Washington Office of Superintendent of Public Instruction
(2009) every elementary teacher is expected to provide 90 minutes of uninterrupted
literacy instruction as well as 90 minutes of uninterrupted math instruction daily. These
requirements mean that teachers need two blocks of one hour and 30 minutes, a total of
three hours out of a six total hours daily that is uninterrupted for math and literacy. In
addition to these requirements subjects like social studies, health, science, and
technology also have to be included into the day. In addition to academics, time also
needs to be set aside for recess, lunch, physical education, and music. Teachers need
more time to teach. Students need more time to learn. Schools need more time to do
what the government is asking them to do (Hambrook, 2007).
In addition to being provided the required uninterrupted math and literacy time,
teachers also need to think about the pace of their lessons and how quickly they must
transition from one subject to the next. In his article, "Changing the Pace of School:
Slowing Down the Day to Improve the Quality of Learning," Wood (2001) states, "true
learning requires time: time to wonder, time to pause, time to look closely, time to share,
time to pay attention to what is most important. If teachers are not provided this time in
their daily schedule it will affect students in the end" (p. 545). Wood (2001) also
believes, "by changing how we structure and use time throughout the school day, we
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can make positive changes in the lives of students and teachers and increase learning
and performance" (pg.546-547).
If by changing the structure of the school day can improve student learning and
performance then the question becomes, through creative scheduling can a schedule
for an elementary school be created that increases direct instruction time in the
classroom by forming large blocks of uninterrupted time for all classroom teachers? The
ultimate goal of any scheduling effort is to create a flexible schedule that meets as many
academic and non-academic needs as possible (Craig, 1995).
One approach to solving the problem of teachers not having large uninterrupted
blocks of time to teach is realized through block scheduling. Canady and Rettig (2008)
have done extensive work on this topic. Canady and Rettig (2008) state, "the main goal
of their work is to improve tests scores and give teachers more direct instruction time by
creating a less fragmented day. They feel that block or parallel scheduling provides not
only teachers, but also students with a consistent, effective schedule" (p.65).
When creating a parallel block schedule teachers of the school involved worked
together at the beginning of the school year with the principal and special services staff
to create a schedule so all teachers in one grade level are teaching the same subject at
the same time. Scheduling the day like this allows different levels of support for different
students. The students are ability-grouped with different teachers so they can receive
instruction at their unique level.
Another approach to increase instructional time in the classroom would be to use the
advice of Craig (1995). He believes that site-based scheduling works well. The site
based scheduling model does not provide a one-size fits all schedule, but rather one
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that can be adapted and modified for every situation. This model is a practical approach
to involving all staff in scheduling. A school schedule is often determined by the
principal or the assistant principal, in contrast to site-based scheduling. The guiding
premise of site-based scheduling is that the best schedules are developed by those who
work most within the schedule: the staff and teams (pg. 17).
One other component of scheduling that schools should consider when trying to
increase instructional time in the classroom is the scheduling of lunch and recesses. In
their article "Lunchtime Revisited" Dennis and Maechtlen (1998) discuss how, for many
years, elementary schools have scheduled lunch before recess. They also question, "Is
this schedule best for students or do we just do it out of convenience or tradition? Is
there something to be gained by switching lunch and recess?" (pg.55)
Creating a schedule that increases instructional time is crucial for the success of
teachers and students. Scroth (2003) discusses how the school schedule can either
create an opportunity or hinder the teaching of students. With such high accountability
demands placed on teachers and students, which include the requirements of high
stakes testing and No Child Left Behind Legislation, she believes it is now time to
critically look at how schools and teachers are scheduling their time and using it to
benefit the learning of their students.
Purpose
Through creative scheduling can an elementary school schedule be created that
increases direct instruction time in the classroom by forming large blocks of
uninterrupted time for all classroom teachers? The purpose of this paper was to
examine literature that explains the importance of direct instructional time for students in
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the classroom and to look at different approaches to increasing direct instructional time
through scheduling. In addition to analyzing approaches to scheduling, the paper will
also examine how elementary school schedules are created and who does the
scheduling. Different scheduling techniques from a variety of schools throughout the
country will be examined with the intention being to take strengths from each and create
a useful schedule for an existing elementary school that increases direct instructional
time for all teachers and students. Using this review, a how to guide for creating a
schedule that increases instructional time will then be produced for educators to use
when creating a schedule for their elementary school.

Limitations/Scope
While the schedule created and the process used to create this schedule would
possibly be applicable to any elementary school with grades kindergarten through sixth,
it will be created specifically to fit the needs and wants of teachers and students at
Meridian Elementary in Kent, Washington.
The proposed schedule could be used as guide for other schools to utilized when
creating their own schedules. It would be limited to a school that is in session six hours
daily and provides both music and physical education to between 19-24 classes weekly.
Another limitation would be if a school wanted to use the guide they would benefit most
if they also participated in a band and orchestra program with two sessions (51h and 5th
grade) twice a week, alternating every other Friday.
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Definitions of Terms
Block (parallel) Scheduling-

a schedule in which the school day is divided into

different blocks of time. For example, morning block, lunch period, and afternoon block
(Canady, 1988).
Direct instruction time-

the teacher is teaching strategies and lessons directly to the

students, either whole group, in small groups or one-on-one with the student (Allington,
2003).
Instructional Time-

When we speak of instructional time we refer to a family of

concepts.

1.

Allocated time,

usually defined as the time that the state, district, school, or

teacher provides the student for instruction.
2.

Engaged time,

usually defined as the time that students appear to be paying

attention to materials or presentations that have instructional goals.
3.

Time-on-task,

usually defined as engaged time on particular learning tasks.

Engagement in particular kinds of tasks is what is wanted (not just general
engagement).

4.

Academic learning time

(ALT), usually defined as that part of allocated time in a

subject-matter area (physical education, science, or mathematics, for example) in
which a student is engaged successfully in the activities or with the materials to
which he or she is exposed, and in which those activities and materials are
related to educational outcomes that are valued.
5.

Transition time,

usually defined as the non-instructional time before and after

some instructional activity.
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6.

(

Perseverance,

usually defined as the amount of time a student is willing to

spend on learning a task or unit of instruction.
7.

Pace,

usually defined as the amount of content covered during some time period.

(Berliner, p. 2-4, 1990)
Professional Community-

a culture that shares norms, strategies and work; focuses

on student learning; and takes joint responsibility for the efforts of the school faculty and
their impact on learning (Odden & Busch, pg. 16, 1997).

Pull-out programs-

programs in which students are removed (pulled out) of the general

education classroom for a set amount of time daily or weekly (Jenkins & Mayhell, 1997).
Shared Decision Making-

a desire to democratize the workplace; community

participation, parent involvement and teacher empowerment are the desired outcomes
(Brost, 2000).
Site-based scheduling model-

a practical approach to involving staff in scheduling

(Craig, 1995).
Specialists -

a person who devotes himself or herself to one subject or to one

particular branch of a subject or pursuit. Examples in educational setting would be;
music education, physical education, or art education (www.dictionary.com).

Special Programs-

any program that is service outside of the regular classroom. For

example, special education, resource room, integrated programs, English Language
Learner, speech therapy, etc. (Jenkins & Mayhell, 1997).
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Uninterrupted time

(

(

- having a regular or continuous arranged period of time

(www.dictionary.com).

CHAPTER I I

REVIEW OF THE RELATED LITERATURE
Introduction
When principals or staff members are creating a new schedule for an elementary
school many things mred lo be considered. This chapler analyzes different

scheduling

approaches that have been tried across the country in various schools. The process of
creating a schedule as well as who best creates the schedule will be examined. The
chapter will also concentrate on the importance of instructional time throughout the
school day and how that time can be structured, what it should look like as well as its
impact on students.

Different Scheduling Approaches
Parallel Block Scheduling

Many different scheduling approaches were reviewed and one of the frequently
found was parallel block scheduling. Parallel block scheduling as defined by Canady
(1988), "is a schedule that creates blocks of time that are scheduled parallel to each
other, with regular classroom lessons in one block and support services and extension
activities in the other" (p.67). Parallel block scheduling makes it possible to give all
students more direct instruction and time on task, by simply reorganizing existing
resources.
When using parallel block scheduling teachers work together at the beginning of
the school year with the principal and special services to create a schedule where all
teachers in one grade level are teaching the same subject at the same time. Scheduling
9
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the day like this allows different levels of support for different students during these

(

subjects. The students are ability grouped with different teachers so the students can
receive instruction at the student's level. In addition, students who require special
services would be served at the same time and in the same subject as their peers
(Canady, 1988).
Parallel block scheduling stemmed from teacher frustrations with their daily
schedules being interrupted. Many teachers were interviewed by Canady (1988) and
shared their disappointment with a fragmented or chopped up schedule, and how the
schedule affected their ability to successfully teach all of their students. Teachers in the
article expressed that they were presented with more work based on the fact that they
must plan their lessons around the schedules of pull out programs. General education
teachers felt their responsibilities had been minimized to "directing traffic". A schedule
that did not use parallel block scheduling design resulted in repeated interruptions, loss
of instructional time, fragmented programs, and dissatisfaction. One teacher was quoted
(Canady, 1988) as saying, "I don't have one hour a day when I have all my students in
my classroom together. Two or three are always assigned to some other program
whether it be Chapter 1, talented and gifted, speech therapy, or reading resource,"
(p.65). With the implementation of parallel block scheduling teachers would feel as
though they have a better sense of control of their time and accomplishment as well as
gain a feeling that things are actually getting taught. Teachers enjoy being able to spend
over three hours per day in planning or working with reduced size groups. Another
teacher said, "After parallel block scheduling was put into place, it was great to have a
group to teach without any students coming or going." (Canady, 1988, p. 65).
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When parallel block scheduling is established there are many rewards to reap.
Canady and Rettig (2008) discuss these in their book,
Enhancing Instruction for Student Achievement.

Elementary School Scheduling:

They discuss how both teachers and

students benefit from this type of scheduling. Students receive support services or pull
out programs without missing the teacher's direct instruction in their classrooms. "The
ultimate pay off for schools who implemented parallel block scheduling for two or three
years is that test scores of all students improve" (Canady & Rettig, p. 263, 2008).
Higher test scores, enthusiastic parents, and teachers who are rekindling their
original love of teaching without needless interruptions are a strong testimony for a
novel way of scheduling the school day that takes only a bit of innovative planning
(Canady & Rettig, 2008). Parallel block scheduling is also supported by others.
Teachers from Washington-Wilkes Primary Elementary schools were interviewed and
said that they now have the time to individually assess students and to provide
appropriate instruction. In addition their students now have the time to benefit from that
instruction. The teachers of this schools also discussed how parent satisfaction has
increased. With the implementation of parallel block scheduling parents believe that
teachers have been able to establish high standards and they know those standards are
being met. Lastly the school involved was able to show that in the two years following
the implementation of the parallel block scheduling their standardized reading and math
scores rose significantly (Delany, Dozier, Hooton &Touren, 1998).
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Site-Based Scheduling

r
\

Another scheduling approach researched was site-based scheduling. This
approach originated from the concept of shared decision making. Historically, shared
decision making was used in the business world first. However, in response to the
pressure to restructure how schools provide services to students, use resources and
improve student performance, this way of managing and making decisions has
transitioned to schools and is being implemented by principals across the country
(Brost, 2000). Sharing the decision making responsibilities with the staff can help relieve
burdens from the principal and also contribute to staff buy-in and support when creating
a schedule. In addition to helping create a schedule, shared decision making also has
the potential to improve the quality of decision making, strengthen staff morale, build
trust and help staff and administration acquire new skills (Brost, 2000).
Craig (1995) analyzes and discusses site-based scheduling in his article, "
Quality Through Site-Based Scheduling." He says site-based scheduling it is not a one
size fits all schedule that can be adapted and modified for every situation, but rather a
practical approach to involving school staff in scheduling. The schedule of a school is
often determined by the principal or the assistant principal. The guiding premise of sitebased scheduling is that the best schedules are developed by those who work most
within the schedule, the staff and teams. "Such a schedule cannot be provided for a
school, it must be developed from within the school staff themselves," (Craig, p.17,
1995).
There are several phases in site-based scheduling that Craig (1995)
recommends to be followed when working toward creating a schedule. He lists these
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specific phases as being; "forming a scheduling committee, conducting a needs
assessment, setting and prioritizing goals, examining other working schedules,
developing the master schedule, and adjusting the master schedule," (Craig, p.17,
1995).
The first phase in implementing site-based scheduling is the need to form a
scheduling committee. Craig (1995) says it is not necessary for committee members to
have prior experience with scheduling, although having one or two people familiar with
the "scheduling sense" could contribute greatly to the team. He also discusses how the
membership of the group should be diverse. The goal of membership would be to have
representation from all grade levels and departments to ensure that different
perspectives are being considered. Membership on the scheduling team should be
voluntary, since the time and energy commitment is considerably large. Once the team
is established it needs to choose a weekly meeting time and location and stick to it. The
time and location should be frequently published for the rest of the staff, along with an
open invitation to anyone who is interested in attending the meetings. The benefit of
serving on the committee for staff members would be growth in their own perspectives,
becoming more global in their thinking (Craig, 1995). Being part of the scheduling team
will also provide an opportunity for staff members to be a part of a professional
community and collaborate on a shared goal. This will help the members of the
committee understand the impact of the schedule or lack thereof on the students and
other staff members. Through collaboration the committee will also begin to share
responsibility and accountability for the decisions made (Brost, 2000).
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The second phase in implementing site-based scheduling is conducting a needs
assessment. After the formation of the committee their first task should be to look at the
needs and perceptions of the staff when it comes to the building's schedule. A needs
assessment is a relatively easy way to acquire this knowledge. This can be done in the
form of a survey, in which the team asks for staff input (Craig, 1995).
The survey should be organized in such a way that each item has a scale for
staff members to rate each item's importance. Examples of the survey statements to be
rated are: Student placemenUscheduling should be done by team members, or there is
adequate time for conferring between special education teachers and classroom
teachers (Craig, 1995). The items on the survey should reflect problems or concerns the
committee thinks should be addressed when creating a new schedule. Through the
examination of the survey results the committee should be able to easily move into the
next phase of implementation which is setting and prioritizing goals for the end product,
a schedule with which the staff agrees with.
In the third phase of site-based scheduling the committee needs to take the data
gathered through the survey and translate the information into a set of priorities for the
schedule. The scheduling team must always use their professional judgment in this
process. They must analyze the results of the needs based assessment and find out
what issues are most important to the staff. After prioritizing the findings the list should
be presented to the staff, in order to provide an opportunity for feedback and to keep
them informed of the process. After presenting the information, the opportunity for staff
to join the committee should be repeated. Craig says, "the committee should also share
at this time an outline of anticipated steps the scheduling team will attempt in the weeks
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and months to come, and a proposed timetable for carrying out these steps," (Craig,
p.19, 1995).
After setting and prioritizing the goals for creating the new schedule the
committee should then examine other schedules and start talking about scheduling
ideas. The committee can either visit other schools to see how their schedule works or
get copies of schedules from other schools to review. It is possible there is already an
existing schedule that can be used as a framework for their schedule. Through
examination of other schedules the team will begin to think about scheduling options for
their schedule. Craig believes that the very process of examining other schools'
schedules will force the committee to form a common language used when discussing
scheduling. Examining as many working schedules as possible will provide a variety of
discussions and offer the greatest direction to the scheduling team (Craig, 1995).
After completing the previous four phases, the committee is ready to start
developing their master schedule. There are several ways they can begin to visualize
the schedule, by setting up a grid or using a computer spread sheet The first step is to
set up an axis along the vertical that divides the school day into manageable chunks of
time. The beauty of doing this on the computer is that different configurations can be
easily created. Another visualization technique is to cut out colors of index cards to
represent different parts of the schedule. Each index card can be sized to represent a
specific amount of time. These index cards can then be placed on a black or magnetic
board, one that will be left alone from meeting to meeting so ideas are not erased
(Craig, 1995).

16

Craig (1995) says, "refining the schedule and making adjustments, although the
last phase, is extremely important to the success of the whole process of site-based
scheduling" (p. 21). This phase has two primary functions. First, stakeholders can
examine the schedule and point out potential problems or opportunities that the
scheduling committee might have missed. Second, stakeholders can begin to claim
ownership of the new schedule. Craig feels that once the bugs have been worked out
the schedule should be presented to the staff. The schedule should be presented,
including all the features that result from their direct input gathered at the beginning of
the process (Craig, 1995).
When using site-based scheduling, Craig (1995) says, "the goal is a more flexible
schedule that will allow for greater educational innovation, increased opportunities, and
a more child centered school" (p.17).
Lunchtime Revisited

When creating a schedule it is easy to get hung up on logistics and fall into old
routines or approaches. The last approach researched was more innovative than some
of the others. For many years, elementary schools have scheduled lunch before recess.
Is a schedule where this occurs best for students or do we just do it because of
convenience or tradition? Dennis and Maechtlen (1998) discuss this topic and use a
scheduling example taken from Bandelier Elementary School in Albuquerque, New
Mexico. They say, "when the bell rings for lunch the students rush from their classrooms
to the bathroom to wash their hands before going to the cafeteria. After about five
minutes, students begin raising their hands to indicate that they've finished eating and
are ready to proceed to the playground for the remainder of the lunch period. Even
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though they must remain in their seats for another ten minutes they can't wait to go
outside to play, forge friendships and simply be children," (Dennis & Maechtlen, p. 55,
1998).
One parent at Bandelier Elementary thought this issue was important enough to
ponder further, after reading a study done by researchers contrasting the garbage
accumulated after lunch by a group who ate lunch first and then went out to play and a
group who played first and then ate. The study found that the latter group who played
first ate more and produced less garbage. The researchers concluded that the recess
first schedule might be better for elementary school students (Dennis & Maechtlen,
1998).
There are other benefits of the play first schedule. After switching the recess to
before lunch teachers and staff members of Bandelier Elementary observed that
students often ate more of their lunch and tended to behave better in the cafeteria.
Others also brought up the fact that eating lunch before recess simply did not make
sense, noting that adults who frequently exercised would never do so immediately after
eating (Dennis & Maechtlen, 1998). By switching the recess to before lunch it may open
up blocks of time in the middle of the day for instructional time or specialists. Whoever
creates the schedule for a school should consider minor switches like recess before
lunch that could be made to benefit the schedule.
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Instructional Time
Importance of Instructional Time

Another important aspect to consider when creating a schedule is instructional
time that is being provided or taken away for teachers throughout the school day. Too
many intrusions into instructional time impede the teachers in their efforts to not only
implement a rigorous curriculum but also to build a trusting environment that nurtures
learning (Hong, 2001). If the school day is broken into shards of time, little quality
instruction takes place. Hong believes it is difficult to truly teach academic concepts in
small amounts of time. It takes time to teach and time to learn. She says, "if we rob
teachers and students of this time because of how the schedule is built we end up
hurting both of their chances to succeed. (p. 712)" We need to provide teachers and
students time to accomplish this success. True learning requires time: time to wonder,
time to pause, time to look closely, time to share, time to pay attention to what is most
important. Woods says, "time is the major resource at teacher's disposal, and they must
address how they use it to improve academic learning and performance" (p. 545). By
changing how we structure and use time throughout the school, we can change lives of
students and teachers for the better and increase learning and performance (Woods,
2002).
Administrators and schedule creators must work to give teachers as much
instructional time as they possibly can. The importance of instructional time should be
taken into account by the principal or scheduling teams because research proves that if
this time is increased and valued student progress will grow. If instructional time is not
considered when creating the schedule, the result will be detrimental to the students.
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When school days are fragmented and move at the pace of fast food eateries rather
than four star restaurants, teachers have no time in which to build the proactive
experiences that nurture richly layered learning (Hong, 2001). In such a fast paced and
fragmented day students have no time to settle in and truly focus. By partitioning the
school day into longer chunks of time, elementary school facilities can create a
framework that favors the needs of the learner rather than focusing on the needs of the
school organization (Schroth, 1997).
Ultimately the focus should be on student learning when creating a schedule, not
on convenience. A master schedule should provide greater flexibility, eliminate isolation,
and be sensitive to the fact it take time for the brain processes information
(Kruse, 1995).
Use of Instructional Time and Its Impact

on

Students

To achieve the highest quality of educational outcomes requires that teachers
make every moment of the school day count (Allington, 2005). Behar, Davis, Issac and
Seabert (2006) are quoted as saying, "so much time is spent on the management of
student behaviors, routine paperwork, interruptions, delays, special events, and other
off task, off topic activities and interactions each day" (p.83). In a building where
teachers are not given a lot of instructional time to begin with, these interruptions can
affect the flow of their daily schedule and what the teachers are able to teach.
Effective use of instructional time keeps students engaged in productive
academic work for more of the school day (Allington, 2005). Once teachers are provided
with large blocks of instructional time daily and are supported by a principal or
scheduling team that values instructional time, they will be more likely to utilize the time
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and use it wisely. The teachers are not the only ones who will benefit from the increase
of instructional time provided by the schedule. The students will benefit from it as well.
Canady states that teacher-directed instruction is critical for the success of low
achieving students who typically receive less high quality direct instruction (Canady,
1988).
All students learn at a different pace. Allington and Cunningham (2003) state,
"some kids need more instruction and that takes time. At-risk students often have no
long blocks of uninterrupted literacy instruction as they, instead move from room to
room, program to program, teacher to teacher, for their instruction. This "planned
fragmentation" of the elementary school instructional day creates difficulties for
classroom teachers as well as for at-risk children." (Allington & Cunningham, p. 106,
2003). It is important to create a schedule for teachers and especially students that
provides them with uninterrupted time to receive instruction and learn.

CHAPTER Ill

PROCEDURES
When deciding what topic to choose for the project the author questioned the
staff of Meridian Elementary in Kent, Washington, to see if there was a problem of
scheduling time and activities in their building that they felt could use the attention of
this research project. The author was intent on researching and creating a project that
not only benefited her, but more importantly the students and other staff members at the
school.
It was apparent through discussions and written feedback from the staff, one of
the most pressing issues in their building was their current schedule. The current
schedule was ineffective and very fragmented, leaving teachers with the feeling it did
not support instructional time or provide them with large uninterrupted block of time to
teach within.
After deciding on the topic of scheduling and increasing instructional time it was
important to review the literature of others that had researched this similar topic. The
author began to research different scheduling approaches and importance of
instructional time by using the Central Washington University Library Database
collection online. Article First-First Search, Educational Full Text, and ERIC are the
specific databases that were most commonly used. In order for a source to be read and
reviewed it had to be from a scholarly journal or a book that was published in the last
ten years. Books read previously by the author or staff members at Meridian were also
used. The articles and books were read and important information was reviewed,
analyzed and extracted in order to create a schedule that was the best fit for Meridian
Elementary School.
21

22

The schedule created for Meridian is currently being used at Meridian
Elementary School and author plans to lead a scheduling committee this year to
continue to implement the research and knowledge gained through the completion of
this project. The author also plans to share the schedule and the guide created with
other schools in her district as well as around the state.

CHAPTER IV
There are factors other than good quality instruction driving the decision of how a
school structures their daily academic schedule. These variables may create a choppy
and ineffective schedule that does not support the best learning environment for all
children. Taking into consideration the importance of direct instructional time for
students in the classroom and to looking at different approaches to increasing direct
instructional time through scheduling this project provides a guide for educators to
follow when trying to accomplish this. It will help principals and staff members of
elementary schools decide who should be creating their schedule, what priorities should
be focused on when creating it and how to build the schedule.
This guide was developed after researching and reviewing literature relating to
the subjects of instructional time and elementary school scheduling approaches, as well
as after going through the process of creating a new master schedule for Meridian
Elementary School in Kent, WA. The examples provided are from that school and
schedule.
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If f:JOU fl-1Avl LJOUvseLf stvuggLLIAg wLtV\ V\ow to stvuctuves LJOUV vlciLLLJ
ciccivlew.,Lc, sc,VievluLe tV\Ls guLvle Ls fov uou. If fcictovs otViev tV\ci1A L1AstvuctL01A cive
vlvLvLIAg uouv vlecLsL01As Lt w.,ciu cvecite ci cViop-ptj Cl1Avl L1AeffectLve scVievluLe tVicit vloes
IAOt suppovt tVie best Leciv1AL1Ag e1AVLvo1Aw.,e1At fov ciLL c,V\LLvlvelA. TciizL� L1Ato
c,o1AsLvlevcitL01A tVie Lw.,povtci1Ace of vlLvec,t L1AstvuctL01AciL tLw.,e fov stuvle1Ats LIA tVie
c,Lcissvoow., CllAvl LooizLIAg cit vlLffeve1At cippvocic,V\es to L1AcvecisL1Ag vlLvec,t L1AstvuctL01AClL
tLw.,e tVivougVi sc,VievluLL�, tV\Ls guLvle pvovLvles VieLp fov evluccitovs wV\e1A tl"tjLIAg to
c,vecite tVieLv OWIA sc,VievluLe fov tVieLv scViooL. It wLLL VieLp uou cis weLL cis uouv stciff
VV1.ew.,bevs of uouv eLew.,e1AtClvLJ sc,ViooLs v(ec,Lvle wV\o sViouLvl be cvecitL1Ag uouv
scV\evluLe, wV\cit pvLovLtLes sViouLvl be focusevl DIA wV\e1A cvecitL1Ag Lt CllAvl Viow to buLLvl
tVie sc,VievluLe. TV\Ls guLvle wcis vleveLopevl ci�ev goLIAg tVivougl-1 tVie pvocess of
cvecitL1Ag ci 1Aew w.,cistev scVievluLe fov MevLvlLCllA SLew.,e1Atcivu scViooL LIA Ke1At,
wcisl-1L1Agto1A. TV\e exciw.,pLes pvovLvlevl cive fvow., tVicit scViooL CllAvl scVievluLe.
sajou!
rtecitViev Mciceu
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Who should be creating your buildings schedule?

A school schedule is often determined by the principal or the assistant principal,
through research proves that it would be more beneficial to have staff members
involved in creating the daily schedule, as well. One way to do to involve the staff in
creating the building's schedule is through site based scheduling. The guiding premise

of site-based scheduling is that the best schedules are developed by those who work
most within the schedule: the staff and teams (Craig, 1995).

Forming a scheduling committee
Make-up of the committee

> Around January or February the principal or leadership team should inquire with the

staff to see if anyone is interested in being the chairperson for the scheduling
committee. This committee will be responsible for creating the schedule for the
following year. The chairperson should be someone other than the principal or
another administrator.
> Once a chairperson is chosen for the scheduling committee, all staff members

should be provided the opportunity to be a part of the committee. Announcements
should be made in a variety of forms letting staff members know about the
committee to ensure that all staff members have a chance to inquire or join.
Examples of these announcements would be:
•

Verbal announcements at staff meetings, trainings or over the intercom

•

Email notification

•

Notes on the staff bulletin board
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Sample

Email to the Meridian Elementary staff inviting them to join the committee
Scheduling Meeting - Thursday 4/23 8:35
Macey; Heather

·

Sent: Monday, April 201 2009 3:54 PM
To:

ME All Staff

Hello Staff,
We will be having a scheduling committee meeting for anyone who would like to attend this Thursday at
8:35 in my room.

I realize this is the same day as SST. We will rotate days in the future to accommodate all who would like
to come.
Heather Macey
Fourth Grade Teacher
Meridian Elementary

�

Once staff members have been given the opportunity to voluntarily join the
committee, the chairperson should then ensure there is representation from all grade
levels and departments. If there are groups that are not represented the chairperson
should reach out to these groups to try to recruit members. By making sure all grade
levels and departments are represented the committee ensures that all voices are
being heard throughout the process. Staff members who choose not to be part of the
committee can share their thoughts and feeling with their grade level or department
representative who can bring them to the committee.

�

Even if a staff member chooses not to be part of the committee they should know
they are always welcome at the meetings any time if they have concerns or would
like to know the current status of the schedule.

Please note:
Phone number redacted due to privacy concerns.
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Obligations and Benefits for Committee Members
}-

Committee members should be made aware of the obligations and benefits
involved with serving on the scheduling committee.

Obligations
•

•

Time commitment
o
Meetings
Tasks
that need to be completed outside of meetings
o
Represent other teammates or staff members who cannot attend

Benefits
•
•
•

•

growth in their own perspectives
globalized thinking
opportunity to be a part of a professional community and collaborate on a
shared goal
shared responsibility and accountability for the decision made
Committee Meeting Times and Norms

}-

Once the committee is formed meeting times should be decided upon.

}-

Meeting times should be set at time when all committee members can attend on
a regular basis.

}-

In the beginning stages of the process the committee should meet monthly.

}-

Near the end of the school year and as the committee gets closer to finalizing the
schedule it should meet weekly or as often as it need to in order to be successful
in completing their task.

30

Norms for Committee Meetings

>- It may be important at the first committee meeting to establish norms or

guidelines for the committee to follow during the meetings and creation of the
scfiedUle. Tfiese st10u1a be tallored to tlie committee specifically and fit its needs.
>-

By creating these norms hopefully the meetings will be more orderly and run
more smoothly. It also ensures that everyone is heard and all perspectives are
taken into account. Since the true goal is to create a schedule that all staff
members are satisfied with and that increases instructional time for all students
not just some.
Sample
Norms for the Meridian Elementary School Scheduling Committee
1.

Each member should make positive presupposition that
suggestions other committee members make are for the
common good.

2.

Each group of stakeholders (grade levels and departments) should have
an equal opportunity to ask questions, share ideas and be heard.

3.

Committee members should be thoughtfully listening to each other and
refraining from an instant response.

4.

Committee members should be taking into consideration others feelings
when they disagree with their thoughts, and doing so politely.
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What should be the priority when creating your schedule?
Conserving Instructional Time

Too many intrusions into instructional time impede teachers in their efforts to not
only implement a rigorous curriculum but also to build a trusting environment that
nurtures learning. If the school day is broken into shards of time, little quality instruction
takes place. It is difficult to truly teach academic concepts in small amounts of time. It
takes time to teach and time to learn. If we rob teachers and students of this time
because of how the schedule is built we end up hurting both of their chances to succeed
(Hong, 2001).
Conserving instructional time was an important factor that came up after
surveying the staff of Meridian Elementary School when creating their schedule. The
goal of the committee was then to try to keep teachers from having any small, awkward
chunks of time in their daily schedule. The teachers at this school felt that any amount
of time less than thirty minutes was hard to truly reach instructional goals within. To find
out what factors as well as instructional time are important to your staff you should
conducted either a survey or another assessment that will provide you with your staff
needs and perceptions when it comes to the building's schedule.
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(

Surveying your staff

);;;- At the first committee meeting the team should develop the survey or
assessment for the staff to complete.
� The survey or assessment should include items that the committee feels the staff

would like to have input on when it comes to the schedule. It should also provide
the staff with the opportunity to add additional comments of factors that the
survey does not address that they feel are important.
Sample
Survey used with the Meridian Elementary Staff
Scheduling Survey

c

Name (optional):
Grade Level or subject:
Pros for your classroom personally with the current

08-09' schedule:

Cons for your classroom personally with the current 08-09' schedule:

Please indicate by circling which color you would currently be on regarding the
issue of planning for one hour every other day, rather than planning for thirty
minutes daily.

Do not like the idea at all, would not like to try it
Indecisive about the issue, might like to try it
Green- Like the idea, would be willing to try it
Red-

Yellow-

Any additional comments you would like the committee to consider:

c
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Prioritizing Your Needs
>- After the committee has collected all the sU1veys from the staff it is important to

examine them.
>- The committee must analyze the results of and find out what issues are most

important to the staff.
>- The needs of the staff should then be organized into a list and prioritized.

Sample

Prioritized list of needs for the Meridian Elementary Staff

1.

Increased instruction time, large un-interrupted blocks of time to teach

2.

Eliminate small ineffective chunks of time throughout the day

3.

Integrated Programs schedule should be built around classroom
teacher schedules

4.

Teacher Planning Time (one hour every other day vs. Y, hour daily)

5.

Teammates having planning time together

6.

Lunch and recess, how it is determined and scheduled

>- Once the list of needs is created and prioritizes it should be shared with the full

staff before moving forward. This presents them with the opportunity to be aware
of what the committee will be focusing on as well as another chance to voice
important issues for them personally regarding scheduling.
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>- The committee should also share with the staff at this time their plan of how they

will proceed with the creation of the schedule and remind them they are always
welcome at the meetings.

Building the Schedule
Creating a Framework

>- Before the committee starts to build the schedule it may beneficial to look at

schedules from other schools similar to yours schedule. It is possible there is
already an existing schedule that can be used a framework for your schedule.
>- Through examination of other school's schedules the committee will begin to

think about scheduling options of their own, as well as begin speaking a common
language around the structure of the schedule.
Visualizing the schedule

>- After looking at as many other schedules as the committee would like to it is time

to begin visualizing the schedule. There are several ways that the committee can
choose to go about this visualization process. In the end a space needs to be
created to build the schedule.
o

set up a grid on poster board or use a spreadsheet on the computer with
an axis along the vertical that divides the school day into manageable
chunks of times
•

the benefit of creating something on the computer it would be
easier to create different configurations, however it is often times
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hard for all members to see without printing out numerous and

(

multiple copies
o

use a magnetic or black board that will be left alone from meeting to
meeting, and place colored index cards on it that can be sized to
represent a specific amount of time

Sample
Visualization technique used by Meridian Elementary

q:30
q:35
":yo
'I : Lf 5
�:50
q;55
10:00

(

•

Poster board divided into five minute increments

•

Measurement of grid was based on regular sized post-it notes

•

One post-it covers 30 minutes
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Adding components to the schedule

>- Once a space is created to build the schedule on it is time to start adding

components of the schedule.
>- One important factor to remember is for the committee to keep an open mind and

remember they are creating a new schedule for the school. This means it is not
necessary to keep any components from the previous year. Wiping the slate
clean will force the committee to think outside the box and try new scheduling
strategies.
>- The first component in building the schedule would be to add lunch and recess

times. Although it is important to remain flexible with these components as the
process proceeds they may need to be adjusted slightly.
>- Once a decision has been made on these times they should be added to the grid,

and representatives from each grade level or department should take the
decisions back to their teammates for feedback before proceeding.
>- The second component in building the schedule would be for the committee to

start plotting out the time of day each class will attend music and/or PE, which is
the teachers planning time. Depending on the teacher's preference this may end
up being daily or every other day.
o

Again, each grade level or department should take the decisions back to
their teammates for feedback before proceeding. By doing this it ensures
that all staff members are buying into the schedule and happy with the
decisions that are being made. Providing this opportunity for feedback
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along the way will also help avoid major hiccups farther on down the
process when more factors can be affected by changes.
Sample
Music and PE Schedule
Meridian Elementary
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);> After each classroom has been assigned its music and PE times, the third
component

of the schedule that needs to be built the content areas. Each grade

level needs to determine what subjects will be taught during what portion of the
day and have their representative bring the information back to the committee. It
is important for all staff members to be part of this step within their teams or
departments to ensure no major concerns are missed. Otherwise this step may
have to be repeated more than once.
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);;>-

After each grade level has determined when they will teach each subject the
final component

Sample
ELL Schedule
Meridian Elementary

c

would be for the special services to layer on their schedule.
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� Once special services has layered their schedule onto the content schedule your

master schedule is complete, and the work of the committee is essentially over
until the next year. The committee should continue to communicate with the staff
over the coming school year to discuss the benefits of the new schedule, as well
as, components that could be improved with the master schedule for the next
school year.

Other Resources to Consider

Merenbloom, E.Y. (1991) The Team Process: A handbook for teachers (3'd Edition).
Columbus, OH: National Middle School Association.
Van Meter, E.J. (1991) The Kentucky Mandate: School Based Decision Making.
Bulletin. 75,

52-62.

NASSP

Allington, Richard L. & Cunningham, Patricia M. (2003). Classrooms That Work: They
Can ALL Read and Write. Third Edition. New York, NY: Pearson Education, Inc.
Allington, Richard L. & Cunningham, Patricia M. (1996). Schools That Work: Where all
Children can Read and Write. New York, NY: Addison-Wesley Educational
Publishers, Inc.

CHAPTER V

SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS
Summary
Chapter one introduced the topic of schedules that increases instructional time
and provided background information around this subject. Teacher frustrations around
scheduling and other factors that affect scheduling were discussed. A purpose for the
project was also established as being to research the importance of direct instructional
time for students in the classroom and to look at different approaches to increasing
direct instructional time through scheduling.
Chapter two was a review of related literature on the topic of scheduling.
Research was done on different scheduling approaches that have been tried across the
country in different schools, as well as the process of creating a schedule and who best
creates the schedule was examined. Additional research was also done on the
importance of instructional time and how it is structured through the school day, as well
as its impact on teachers and students.
Chapter three laid out the procedures taken while researching and developing
the project. The chapter also reviewed how the project was used at Meridian
Elementary School to create their 2009-201 0 schedule and will be used again in the
spring of 201 0 to make improvement to their schedule for the following year.
Chapter four is a how to guide for educators to use when trying to create a
schedule that increases instructional time for their school. The guide will help principals
and staff members of elementary schools decide who should be creating their schedule,
what priorities should be focused on when creating it as well as provide steps to take
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when building their schedule. Also provided in the guide for the users is additional
resources they can use to help them create a schedule that best fits the needs of their
school and increases instructional time.
Conclusions
Through the completion of this project, creating a schedule for Meridian
Elementary School in Kent, Washington, I have learned a great deal about not only
scheduling, but also the decision making process, I feel I have grown tremendously in
my ability to lead and communicate with my colleagues.
This project provided me with an opportunity to research about a problem that my
building has been struggling with for years, shed some light on it and start working
toward a resolution. Through the research I conducted I obtained much factual
information about different scheduling approaches. I chose the ones that I felt fit the
needs of my colleagues the best and would be interesting to work with.
The project also allowed me to be a leader for other staff members in my
building, and provide them with answers to their frustrations. Being the leader of the
scheduling committee in my building and creating this schedule forced me to become a
more global thinker and helped me recognize the rippling affects a schedule that does
not meet all student and staff members needs can have.
It was important for me to pick a project that would benefit others and not just
me. Through completing this project I can successful say I have created something I
can benefit from as well as my colleagues and the students at my school.
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Recommendations
My recommendations for continuation of the project would be to further analyze
whether the teachers of the school felt it was beneficial. I feel the use of site-based
scheduling worked well at my building. I plan to lead the scheduling committee again
this year for the same school and first and foremost I would like to ask staff members for
their feedback on the schedule created through the process of this project. It will be
important to use the teachers' feedback as well as determine the strengths of the
current schedule to adapt the schedule for next year. If I were to continue researching
this topic area I would like to look at alternative options for special education and
English Language Learners scheduling and the possibility of a push in model, which the
additional support was provided for these students within their general education
classroom.

(
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